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STANTL D o urrin
Administrative  fficer, Jo=1b
shlaf, - dministrative Staff

1. Arect the development of Logistics uffice personnel snd tralpne-
ing requirements, rocords, programs and polleles, and for liaison with the
tersonmel - ffice and the - [fice of fraining in support of personnel and
tralning activities.,

2. Adwinlster the .ogisties ffice nail room, reglstry, commmications
handling and recording and sueh other office sorvices as gpace control,
slerical and sienographic support, and messenger service.

3¢ Supervise and aduinister the logistics ©fice records management
and reports and forms -ontrol progrem.

L. Through staff subordinates, direct the conselidation and coor-
dination of annual budget estimates for review of the Chief » logistics
-ff ic@o

5. Assist the Chlef, Logisties in the development of Logisties . ffice
budget and fiseal policies by supplying data relabing to fiseal roguire-
meuts and appropriations theroior.

6. irset and maintaln eontrol of the interpal allotment and expendi=-
ture ol funds; supply information regarding the availability of funds forx
Legisties Uffice programs, projects and zotivities.

7 install, direct, and roview procedural siudiss made by stafl subore
dinates for recomsendation to the Jhisf s wogistics fiice.

8. Heoview Logistics ffice astructions end Kotices for vacommendabion
bo the Chiof, Logistics.

2 Doview proposdd CIA - eguletions sen: to the Logistics “ffice fop
concurrence; diract routing of these proposed regula tions to appropriate
officlals »f the “ffice when ascessary and follow up tv ensure ohssrvance
of deadlines, the comsistency of replises, and thelr conformance with overall
iogistics policy.

L0+ Initiate, direct the prevaration of, and review of Ageney Tagulaticns
pertaining to logistical policies and procedures.

11. Adwminister the program to improve organization within the logistios
wffice, :

12, lerve as a permanent mewmber of Lbe Llogisties Caresr Service Board.
13. drect the administration of the Lwogisties Carger Service Beard
programs, rescrds, and deelsicns.

1k Toview the T/0's of vari-us divisions in the 0I/P complex to ensure
adequate logisticu~type persenuel slotting and maintain 1iaison with officials
ol these divisions regarding oroblems invoiving legisties porsonnel.
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Statenent of Lutlies
Secretary<cteno, {(G&-6)
0ffice of the Chief
Administrative Staff

1, Teke dictation and type meterlel for the Chief, idministrative
Staff.

2. Schedule appoiniments for the Chief, Administrative Staff.

3. Log material in and out of the Uffice of the Chief, Adminis-
trative Ctaff,

Lie Collect meterial and complle a weekly report of staff smctivities
within the Logistics 0ffice for the Chief, Logistics.

5. Coerdinste routine personnel matters bLetween the (hief, Adminis-
trative Staff end the Personnel Officer.

6. #ainteln follow-up of all meterial regquiring action by the Chief,
Administrative Staff.

7. ¥aintsin records in support of the ffice of the Chief, sdnmin-
istrative Staff.

8., Receive visitors and handle telephons calls to the fdministra-
tive Staff and route to the appropriaste official or to other
components of the Loglstics [ffice,

9. Soresn correspondence prepaered for the signature of the Chief,
Administrative Staff.

10. Gather background materisl requested by the Chief, Administrative
Staff, in support of impanding conferences or reporis,

11. Perforn relsted duties as assigned.
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STATEMENT OF DUTIES
ADMIKISTRGTIVE (FFICER, GS=13
CHIEF, MANAGEMENT AND FISCAT BRANCH

Respousible for developing snd sssuring implementation of procedures
in the ereas of wers@arel; budget; the processing of general, classi-
fied, and repistered maily top mecrot conbrol; cables; spzcs conbrols
allocetion of perking spaces; the furnishing of office eguipment,
supplies and sorvices for Office of “hief of loglsticr; various other
adriniatrative serv! ceg; and with the overall admir*ntrat"n of the
Administrattve SbufP, Togiastics Office.

Responsible for developing and sssuring the iplementation of proce-
dures governing Togleties regnlstory lssuences, in econformity with
ths provisions of the OTA rerulatory lesuancce program,

Parform such gpecial cesignmonte o5 wmay be given him by the Thief,
Amin® etrative Staff, Neputy Chief spd Chief of Togistice and will
get for the Chiel, Administrstive 4aff, on specifie msiters, and om
g1l rettere in his shsence.

The ﬁajﬂr duties of the incurbent will center sround the fb?lawing
DYogranst

8. A orogram to improve organizetion btoth within the Administrative
Btaff and Logistics Office.

be A progrem to implement {improve) approved CIk management programs
fer reduction end control of reporte, forme, correspondence, snd
records managerent,

¢s & program to Jevelon, esiabllish and maint-in budget and fiscal
prograrsz gnd controls.

d. A progrer Lo vorove existing proscdures, toth within the ‘fdmine
istrative Staff, 10 and the loglisties Office.

es To provide stsaff eassistance in office sygtems and procsdurszs,.
The firet program, to improve crganization, Involves:

&+ In collzboration with the 04 Rervice, “ffice of the Compiroller
in the dsvelopment and eztshlishment of simnle end effective organ-

ization structures for the *‘dministretive Steff speeifically ard the

Logisties Office 28 & whole. C(.ordinetes with the Special Staff
and the Insoection and Beview Staff in these matters.
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The development, establishment snd meintensnce of conclge and
complete stelements of mission end functiens and responsibilities
for the fdministrative Staff specifically and for Logistics
Office as & whole in collaberation {by coordinmating with Special
Staff and Inspection Review Staff in these metters.

The preparation, issuance, and maintensnce of an orgsnizationsl
marusl for the logistics Office.

second pregram, to improve e proved CIA management prograns, will

be accomplished hy:

B

b
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f.
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Aspignment of an ‘dministretive Officer {Records ﬂanagemenx) who
will work directly under the incumbent.

& reports control program.
& forms control program.
A records managemont program.

The preparation, issuance, and maintenance of s logistics Office
corregpondence instraction (mamual).

& correspondence control instruction (aystem).

third progrem, tc develop, establish, end meintain budget and fis=
rrogreams snd controls consists ofs

Centrelisetion of Togistice tudget and fiscal rmetters in the Adwine
istrative Ctaff, with the duties performed by & trained budget and
Fiscel officer who will work directly under the incumbent.

Tmproved budget estirmetes end Justifieations by essemtial budget
planning, preparetion, and coordinstion of budget estimates; and
extensive and complete coordination of logistics budget matters
with the Corpirollerte (Office,

Fstablishment and maintenance of 2ll Togisties Office financisl
records, reports and studies centrally; and meintepsnce of files
of CIA, Comptroller, Buresu of the budget, and other repulatory
issuances affecting budgetery and fisgal matters.

Tgtablistment of a 9erfbxmaucﬁ budget {by progrsme, functions and
activities) reflecting costs of prograrmmed objectives,

Establishment of budget controls to insure expenditure of funds in
sccordenee with programned cbjectives.

-2 -
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f. Establishment of clear siaff end functional responsibilities on
budget matters between Togistics Office, operating components of
the Agency and the Comptroller's Office to insure effactive coor-
dimstion, in operational budget planning, requirements and sdmine
istration.,

g+ Devslop, establish, implement and administer on curvent besis In
econjunction with the Coordination ami vequirements Steff, Supply
Division, and Comptroller's Office a revolving steck fund account
for use in the procurement, issue snd iraneportation ef operational
raterial,

The fourth and fifth programs to improve éxisting procedures both in
Admini strative Staff, Logistice Office, and the logistice Office and
provide steff sssietance in office systerms and procedures as a whole
censists of providing contimuing staff assistarce by en U528 exsminey
who will work directly under the incumbent. The 0¥ Fxaminer will con=-
timally review and revise exlsting methode snd rrocedures which will
insure effective utilization of personnel end facilities. The incum-
bent through the mebthods exeminer, in eonjunction with the seversl
Division Chiefs will develop ard maintain an effective repulatory issu-
ance control program,

"!’3 -’
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Steatement of Lutices
Administrative Assistant
Menagement % Fiscal Pranch

Check outgoing Administrative Staff correspondence for proper
format, conformence with igency Regulations and procedures, and
read and route incoming correepondence. _

Read all incoming Agency fegulations and Notices to determine

whether acticn bty the Loglstics Gffice is indicated and refer
to the proper officisls for action.

Yaintain control of distribution of Agency Regulations and
Rotices within the Loglstics 0ffice.

Check &1l Logistics Uffice travel orders and vouchers for
accuracy and conformence with igency Repulations and policies,

Check requeste for advance of funds for accuracy.

¥ainteln s log of travel orders issued within the Logisties
Office, ascign trevel order numbers and handle details of travel
for logistics nffice personnel geing oversess.,

Prepere 2 weekly report of logistics Cffice personnel in trevel
status for the Chief, Logistics,

Report daily to the Contact Tivision, 0ffice of Operations, all
domestic travel of Loglstics “ffice personnsl.

aet as Cryptic hefersnce ©fflcer, maintain pssudonym and alias
file, obtain additional pseudonyme and sliases as required.

Control cistribution of Logistics Gffice Instructions and
fotices,

“ainteln & file of authorities delegated by the Chief, Logistics,
“aintain & reading file and circulate it veekly.

¥aintaln the steff duty roster for the ¢ffice of the Chief, pre-
pare the lgglstios office Hotice, end follow~-up weekly to ensure
eompliance.

Act as Uealth Hepresentative for Cusrters T.
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STATEMENT OF DUTTES
CLEFK=STFNO, GS=b
¥ANAGEMENT AYD FISCL SRANCH

Take dictation and type for the Chief, Mansgement and Fisecal Sranch,
Budget Officer, Methods Yxzminer snd the Hecords Yansgement Officer.

Schedule sprointments for the above mentioned officisls of the Manags~
ment and Fiseal Brench.

Provide clerlcal and stenographic essistance in the preparation of
Logletice Office budget requests sand maintain related files.

Maintain & log of a1) Agency regulatory material meeivm by the loge-
istics Office for coment and conecurrence.

Request automobiles from the Agency motor vpool for Offiee personnel
when necessary.

Maintain records of parking asvipgrments and vacancies.
Provide clerical sesistance to the Records Management Officer.

Perform related dutlce ag assigned,

Approved For Release 2001/08/19E{CRERDP57-00042A000200060022-8

Security Information



i.

2.

3.

k.

6,

Te

Approved For Release 200%9‘,8”

SIECRg -RDP57-00042A000200060022-8

qn’!crmafion

Statement of iutiss
Methods ixaminer, Frocedures, (5«12

Hansgement  Fiscal Iranch

Conduct, eontinuing studies and anslyses of propessd and existing
organiszationsl uork procedures, methods, structure, functions,
utilization of personnel, space, work flow and relsted agpects
of mansgement within the Logistics Office to determine effect-
ivencss of operations, adequecy and clarity of procedures snd
conformance to established authority.

Eased on findings of studies and analysce pressnt recormenda-
tions supported hy facts as %o oparationsl efficiency, effective
personnel utilization, ang reorganigation plans required by
changes in procedurcs, finsncial, personrel, or operating con-
ditions.

Analyze pertinent legislation, decisions of the Comptroller
General, regulations of the Budget Pureau, lepartment of e
fense and Gemeral Services Adnministration to determinc their
effect on components of the Loglstics "ffice and recommend
appropriate action fer the Chief, Logistics, required to cone
form to such legislation snd/or regulstion.

Exemine and interpret organizstional changes occurring in other
Offices for their effect on ths responsibilities, relationships,
work methods, procedures and functlons of the Logistics Cffice.

Frovide sdvice end sssistance to Logistics Office components
in the pregeration, coordination and publication of Ageney
regulatory issuances initiated by such components,

Provide for the control and colleborate in the development of
proposed Agency regulatory issuances initiated within, or being
coordinated through, the Lopistices {ffice, fropoged lgency repu-
latory issuances arc reviewed for conformance with, Logistice
Uffice policy, effectivencss, efficiency, adequacy and worka-
r1lity in relation to the purpose and objectives to he served,
consistency with previous issuances regsrding the same or re~
later subject, and adherence to preseribed formekl, erves as
the Logistics (.ffice isismon Officer to the Xegulations Control
Ctaff/ila.

Colleborate with the Crganisation . Yethods Service with respect
to the logistice aspects of projects undertaken by that fervice.

- - -8
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Previde for the eontrol and collaborate in the evaluation of
imployee Suggestions concernlng Logistice Dffice operations,

Act as technical sdvisor to survey tcams within the Logistics
office.,

Control issuance of Loglsticas Office inetructions, Notices,
maraals, ete,, for headquarters, end foreign field.

Evaluate existing Logisties O ffice regulatory issuances and
recommends desirable changes, amendment, modificetion or alter-
natives to meet ffice and hgency reguirements.

Furnish officiels of the Logistics Cffice with interpretations
regarding the scope, intent and effect of internal lssusncss
of the Logistics ffice.

SECR
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EPATEMFHT # (UTIES
Budget Officer G35-12/13
Manegemsnt and Fiscsl Branch

8« In the performence of these duties, incusbent mmst review all
Agency policies and planning for the impact on the fiscal requiremnts
of the lLogistics ffice and take such measures as are necessary to
reconcile Agency fiscal policies with planning. ‘“henever fiscal problems
confront lLoglstics Cffice managenent, 1t is the responsibility of the
insusbent tc plan and ccordinate fiscal policy with “ffice of Comptroller
to assurs continuance of logisties ffics assigned misslon with zinimunm
diffic%ﬁ.ty.

b. In performsnce of these duties, incusbent must roview a1l pollcy
directives and planning concsrning fiscal matters and recommend necessary
asdion, insluding liaison with higher echelons, to establish required
administrative procadures to sffect conformance with these direciives.

¢. The incusbent is responsible for developing and reviewing methods
for saking meximum use of the igency's fiscal reporting s-stems to obtain
necessary Jata for uss of Logistics ffice management.

d+ In compection with above, incumbent i{s responsible fop establish-
lng, implementing, and overseeing the maintenanes of "Memorandum hecords of
{bligations” by each Staff and Divisien of Logistics for the alloiment
acgounts ander their cognisance.

2, Incuzbent is responsibls for Juintly developing with the Supply
mﬁmn & fiszcal contrcl medium for controlling and providing 2 means
tor fuading the procurement, supply, and issue of all Agency operational
mterie}.. The use of a working fund or no-year limitation revolving fund
iz currently beling developed. It will be recommemded that 1t replace the
operational stock account.

f. Incumbent iz responsidle fer the review and comment for Chlef,
logistics, of &l) recommeniations, proprsals, regula tlons, projects, sudits,
snd modifications of existing procedures and regulstions which directly
or indirectly have fiscal implicstions on loglsties operations.

2.

and Administration

a2, Within policies established by the Chief, Logisties and under
genersl direction uf the Chief, Management and Fiscal Branch, incumbent
is responsibls for the direstion, coordination and review of the logistics
Jffice budget, including the total formulation snd executisn of a budget — 25X1Ala
involving funds in the annual ampunt of over for logisties
offics operaticns, and to plan the coordination of budgetsry requiressnts
of &1l &ga:my cffices utilizing the procurement asd supply functicns of the
Logietics ffice at the rate of | per year, Budgetary respensi~ 25X1A1a
bility for L7 includes the review and consclidation of persennel budgets

Approved For Release 2001/§8/10 : €1A-RDP57-00042A000200060022-8
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for six headquarters operating staffs and divislons and F
25X9A2 imvolving shout ] civiltian anal] sititary versomnel, Lunded Irom both 25X9A2
vouchered and unvouchered fands.

be In carrying out responsibilities for budget plarming and adsinistra-
tion, inousbent is responsible for the Tollowing:

(1) Ascertaining current and long-range plans of the .ffies.

{2) toordinates and rarticipates in conferences of ‘jvisfen
Chlefs and their budget and fiscal assistants in sonpection with
annual budget preparetion and also in connsction with financial
problems arising in progras areas.

(3) Assists in the resclution of all problems and questions
at issue,

(L) Beviews, coordinates, and supervises ine preparation in
final form of all budget estimates of the logistics ffiee, including
Uffice (preliminary), Agency (formal), and supplemental estimates;
reviews and coordinates the devalopsent of writien, tabular, and other
supporting data in justificetion of the astimates. lrects, reviews
#nd coordinaies preparation of material on problem ar=as whieh may be
under discussion at budget hearings.

(5) Attends the bulget hearings before the Comptroller and the
OBk with Onisf of Logistics.

(6) Reviews and coordinates tae prigram m< finamcial adjust-
ments, including the reformulation of budget documents, Incorpereting
thenges and revisions as & result of review and decision by higher
euthority

-2
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Statement of Luties
Records Management 0fficer, G5-11
Management > Fiscal Pranch

Records Creation

1.

2.

3.

ke

Review correspondence being created in order to assure adherence
to proper format and procedures as set forth in Agency Regula-
tions and I Instructions; determine the number of copies %o

be ereated and distribution thereof; and determine point of
official file for subject matter.

Review groups of records belng crested, ss well ss those pro-

posed {0 be created, in order to identify record sud nonrecord
material; establish appropriate retention, retirement, or dis-
posal schedules; and determine number of copies to be created,
sad distridution thereof.

Provide s control over all forme being used, or proposed to be
used, ln order to utilige, whenever possible, standard forme
alrsady in uss; review proposed mew forme in order to assure
et the design conforme to established Ageney requiremente;
determine the number of copies to be created and the distri~
bution thereof; and recommend the elimimstion of cbsolete forams,

Provide a control and follow-up over sll reporis being crested
in order to determine the feasibility of using standard formats
or comsolidaeting various reports; suggest new or revised formats;
snd determine the number of copies to be crested, and the dis-
tribution thereof.

Regords Malntenance

1.

2.

3.

Plan, schedule, and cenduct surveys and inventories of all
0ffice records to sover: locetion, type of records, squipment
used, spsce ocoupled, activity, and other related deta; snd
meintain records of such inventories.

Eatablish and peintein systeme designed to provide for the uni~
form claesifying, indexing, and filing of records in centralized
or decentralised locations.

Establish and meintain systems desipned to provide for the ade-
quate and expeditious receiving, recording, anrd dispatching of
mall, cables, top secret and other =imilar materisl.
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Establish end malntain systems designed to provide adequate and
sxpeditlious locating and obtaining of filed record and non-
record material, or the providimg of other referemce sarvices.

Serve a3 Vital Meterial Officer, accumulating and forwarding
to the Repository material considered to be vital to the opers-
tions of this 0ffice.

Review and control distribution of a2ll igency and Uffice issu-~
snoes o ensure that the needs of all componentz of the ¢ffice
are met, :

Records Disposition

1.
2.

3.

Assure that esteblished retention, retirement and dispossl
ssheadules are executed in an orderly and systematic manver,

Prepare and submlt requests for approvel of any amendments or
revisions to the sutherized dispossl schedule. '

Review and suthorize retirsment of Gfﬁea Becords snd meintains
sdequate records of same.

Genersl

1.

2.

3.

h.

5.

Heview all requests originating within the ares for office
filing eguipment in order to determine the actusl need for such,
ensure maximum utilisstion, and advise as to most practical and
economisal t{ype of equipment.

Prepare or assist in preparaticn of Offlce procedures relating
to preparsilon of correspondence, mail control, filing, and all
other phases of Zecords '‘gnagement. -

Perticipate ir all Agency training programe, conferences and
lsctures concerning the spplication of good Records anagement
practices and techniques,

Recommend the tralming of area clericsl pergonnel im the methods,
techniques and practices associated with records management,
particularly where weaknesses are observed while reviewing cor-
respondence and surveylng records.

Aot as llaison with the Records Mapagement and Distribution

Branch of (50 relative to the instellation and administration
of the oversll igency records management program.

"2”
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Statement of Duties
Kall & Pile Supervisor, (=7
Manggement % Fiscal Tranch

Supervise the receipt, sorting, logging, distribution, and wain-
tensnce of a continulng comtrol of all Top Decret documents,
Registered documents, cables and incoming correspondence %o the
Chief, and Teputy Chief, issistant Chlef for Operations, and
seven Staffe and Divisions of the Lopistics Cffice,

Superviss recelpt, logging and gcereening for clerical detail
snd security classificetion uf gll correspondence for signature
of the Chiel of Loglistics end supporting staffs,

Supervise trensmittal of all classified correspondence and Top
Secret documents within CIA and ouiside of Cla.

Instruct personnel of Logistics Uffice in the use of file and
routing Form 35~1 for contiruing correspondence eontrol, and
solve minor problems erising as to proper applicstion of existing
gystew,

Serve ag irea Top Secrst Control Officer for the Loglstics nffice
with direct responsibility for control of all Top Secret docu-
ments Iin the lrea,

Overall supervision of Top Secret Control measures within
Logistics Area.

Recommend appointment of limited number of Top Seeret alternates
and asslstanie Yo provide security and conirol of Top Secret
documents transmitted internally within the various Staffs and
Flvisions.

Tndoctrinate all Logistice “ffice Top Secrst alternates and as-
sistants in officiael Top fecrzt control procedures.

#eintain lisison with CI4 Central Top Leeret Control Cfficer
end with other fgency arca Top Secreb Condrol Officers.

Arrange with OCU for reproduction of TC documents originating
Irom outside of CIA.

Arrange with oripginating offices in CI2 for asuthorization to
reproduce TE documsnts.
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Supervise groper handling of Top Sfecret documents for trans-
misglon outside of ires. ( and 25X1A
Tep Secrst Gulde dated 2 4 P S o v I

derve as Begletersd Tocuments Centrol fficer for the Logistics
Office Area with responsibility for receipt, transmission and
centrol of Heplstered Uocuments.

Supervise recelpt, logping end distribution to sppropriste
Ltefle end Divisions of sll csbles designeted for the Logistics
Office.

Serve us Ceble [dalson “fficer in making all requests to Sigpal
Center for emeanded distribution of cables.

Sercen all incoming cables to iunsure Lhat refevencod cables ere
on record in Logistice /ffice. If not, meke request to origin-
ator snd Signsl Center for amended distribution.

25X9A2

Hesponsitle for the eztastllishment, maintersnce, cross refer-
encing, and Indexing of ofliecial file copies of all correspon~
dence, veports, studies, etc. of beth incoming and cutgoing
correspondence for the logistics office.

Assiet Records Yansgement "fficer as required in surveys of
records, correspondence, mall and file procedures, and in
processing Vitel “ateriel leposits and fetirements Requeste.

Supervine sctivities of one ¥ail end File Clerk - G&~5 and cne
Clerk-Courier - oS-k,

Iispetch special courisr and provide emergency service to the
Legietics Gffice when need arises.

‘2'
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Statenent of Tutles
uail & File Clerk, (S-S
Management : Fiscal Branch

Sert, route, log, maintain a continuing control and dispatch
all incoming and cutgoing correspondence.

Prepare control form {35-1, file and routing slip), assign rum-
ber and determine by contents routing for all correspondence,
Hote suspense and maintain files of form 35-1 by origin and
number to he used gz a permanent log. Fost all movement of
gorrespondence on 35-1 in file., Check material, prepare for
dispatch and make closing entry in files.

L.

S

é.

Ts
&,

Claseify and file 81l Logistics Office officisl file coples of
all correspondence, reports, snd studies both incoming snd cut-
going,

As esgistant ceble officer - receive, log, and distribute to
sppropricte staffs or divisions all cables designsted for Logis~
tice Cffice, and recusst sdditional cables from signsl center
whenever necessary.

As alternste TSCC « log, and act as Arsa ¥.%. Control Officer
whenever ithe officer is not zveilahle, Process sil 7.8, docu~
mente that enter the Logistics “ffice irea snd meintaln 10
Central T.5. Files, Prepare weekly log peges and forward to
the Central Top Cecret Contrel,

Type
Perform related dutles ss sseigned,

Approved For Release 2001@E@E?IA-RDP57-00042A000200060022-8
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5
Clerk-Courier, OS-k
Kanagenment and Fiscal Branch

1. Pick up and deliver mail and documents to &1l iivisions and
Staffs of the Logistiecs Office.

2. rersonally carry material to other offices for ecvordination, or
when time iz & factor.

3+ ‘perate ditto machine for duplication of office notices, instruce
tions, and other usterial as necessity arises,

ke “ct a8 Top Secret Courier for the Logisties ffice.

5. Perform such clerical duiies, such as reroute incoming mail,
address envelopes for transmission of mell through regular megsenger
service, etc,

6. log and distribute incoming cables.,

Te Assist mail and file clerk whenever possibls.

8. "stribute Agency Regulations to conponents of Loglatiocs -ffice
sccording to established distribution schedulse,

. Yerfarm related duties as waigneél.

Approved For Release 2§f{MHiP : c1A-RDP57-00042A000200060022-8
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STATEMINE OF DUTIIS
PERSCNNEL OFFICSE
PERCONNEL AND TRATHINO RRANCH
ATRIIN STRATIVE STRPP

duties of the Personnel Off!cer, Persornel and Training Brench,

Admint strative Staff, Togisticas Office are tot

1.

2.
3.

be
5.

L
Te

Be
e
10,
1n.
iz.

13.
|8

Develop 2 uniform sysiem of personnel coll ciep, administyration and
training for the logistice Uffies,

Ferve as Personnel ‘velustion Officer for the Togistice Office.

Assist line and steff officlals in determining 1/0's, classes snd
types of personnel required, =rd slotting of personnel.

Ldvise staff end line officials on al} phasee of personnel vroblenms.

Previde advice, sssistance snd ‘nfermetion to Lhe Logisties Career
Service Soard.

Zorve as Socretary to the Togistice Carcer Service Bosrd.

fopervise ﬁrmﬁtian and crecescing of 5F-52, Request for Persoanel

fetlon, and prepare or sdvise operating officiels in the precerstion

of such supporting papers ar mey be NRCOSEATY «

Brief employess orior to oversess movement.

fct as placement officor for new or trensferring logistics personnel.
Supervise the training furction of the logistics Office.

et az employes counsellor.

Approve persomnsl ections up to snd including 089 subject te review
by the Togisties Career Tervice Dosrd.

Conduct exit interviews yi‘t.n resignire ernloyese,

Represent the [Hrector af Personnsl, 14, on all personnel mgtters
which can be resolved within the Togistics “ffice,

bupervise the preparation of reports to the Chief, Administrative
Staff, snd ‘hief, Logistics, such ss the momtlly statuns report, status
of training reperts, ﬁsi}ly strength report, and others.

It
i

| RESTRICTED
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: 25X1A6a
« Correspond with Togisties téffica_m metiers of
personnel lnguiry, roliey interpretaiion end proccdursl instruction.

17« Uirect and coordinate work of steff.
18. Perform related Juties ms requested,

RESTRICTED

curity Irformatien
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ETATEMENT OF DUTIFS
TRAIRING OFFICER
PERCONNEL AKD TRAINING BRANCH

The duties of the Training Officer, Personnel and Training Branch,
Adminiatrative Staf? sre to!

1.

2

3.

ke

5

Te

8

9
1C.

1.
iz.

13.

Act for the Chief of the Persomnel snd Training Branch in his
absence.

Determine requiremente for the treining of headquarters and fleld
personnel of the Logistics Office in logistics activities such as
warehousing, transportation, contracting, packing snd ersting,

property aecounting, and resl property acquisition and mansgement.

Determine requirements for technical logistics trainming of persomnel
of other Uffices of the fgency who are engaged in logistics
scbivitiesn.

Analyse training requirements and collsborate with the Office of
Irairing in order to deterrdne snd eet up sppropriste training stand-
ards, methods, treining facilities, and surriculs. -

43d division chiefs and the Toglstics Cereer Tervice Board in the
eelection of candidetes for training.

fehedule individuals for preseribed traiming and evaluate affective=
nese of training recelved,

Conduct thosze courses in logistics operations whien ere to behpre-
vided by the loglstics Office snd supervise on-the-job training.

Prepare snd glve the Logistlics Office presentation for the fdminis-
trative Support Course.

Serve as Training Iiaison Officer for the logisties Office.

Azsist the Office of Training In identifying and evalunating extra-
tgency Tacilitleg for training in logistical matters.

Serve as the Treining 2dvisor to the logletlcs Career Service Board.

Bireetly supervise ome training clerk and assist in supervising two
other clerks.

Bupervise mainkenance of supporting training files.

Approved For Release 2001IOS%%S.WQ3@27-00042A000200060022-8
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STATTMENT OF DUFIES
CAREER MANAG "MENT OFFICER
PIRFONNEL #ND TRAININC BRAKCH

The duties of the Cereer Management Officer, Personnel and Treining
Eranch, Administrative Stsff, are to:

Le

2.

3.

b

S

6.

Te

8.

11,

12.

13.

Ensure that the policies and objectives of the Logistics Career
2ervice Board for cereer development are carried out.

Provide profeseional advice and assistance %o the Personnel Officer,
Chief, Adrinistretive Staff and to the Logistics Career Service
Posrd in developing Tsrser Management progremg snd policies.

Develop methods and procedures to implement the Caresr development
program. ‘

Recommend to the Personnel OFfiger and the Logietiee Cereer Service
Bosrd individual personnel actions deewed to he in accordance with
sound career plamming and policy.

Apsizt and sdviee career employees of the loglistices career service
in their csreer plamning. :

Serve under the Personnel Ufficer es Asmigtent Persommel Tvaluation
Of ficer. ;

Brief or supervise the hriefing of personnel files to be bmﬁght ba-
fore the Logist!es Career Service Board.

Assist the Personrel Officer in developing the spendes for Legistics
Cereer Service Bosrd mecting.

Assiet line and staff officiels of the logisties Office in the career
development of their employeces.

Create end surervise the meintensnce of & flle of logiastics career
service employeces available for overseze duty.

Azslet the Training Dfficer and line and staff officlals to sgelect
individuals for logistics trairing.

Obtein information from logistics mersonnel returning from oversess
and plan for the mziually setisfactory utilisstion of their setvices.

Contact area divisions end other components of the fgency to deter=
wine logistica) personnel needs..

Approved For Release 2001/¢8£RTRABTEHS7-00042A000200060022-8
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STATRMAHT OF DUTTSS
PEREOKETT. CLEFK, 0O8-7
PIRSONKT. A 4D TRATHING BRANCH

The duties of thes Personnel "erk, G8=7, Pereonnel and Tr@ini@ Branch,
are tot

1.

2.

3.

be

Se
6.

T
8.

e

1G.

Prepare the m@hﬁty personnel report, t.e dally stremgih reports,
mipcellaneous reports, and devigs effective methods of presenmtation.

Hrect the mintamrce: sf personnel files and supervise the work of
two personnal clerke in #ling.

Sraft mesorsnds for itbs approval of Tersormel Uffiger, Trsining
Orticer, snd Cereer ¥anagerant Officer.

Ansist the Persornel Officer in reviewing gprlicant €iles for reading
to appropriate Togistics 2ff ¢fsls,.

Meintsin the T/0 book.

Comtoct the ?m}:&mel ﬂfﬂcﬂi Finsnce Mvision, stc. regsrding per-
sonnel problems referred by logistics officials and ampl oyees,

Zean mnd Matribﬁe =i,

dzgint the f‘kmr Fanegemont Mffiger in btrief’ng personnel flles for
Logistien ﬁara&r fervice Yorrd sction.

Ensure thet all ‘chisues Office 'r . 4 Berorte are hendled properly
snd submitied :m time,

Type letters ﬁ,!ﬂ mor~cranda Tor the Tsrsonnel DfFfiesr and the Caresr
¥anagement GffL m.

1l. Cheek for mm end correct 211 requests for personnel sctions.

12, Advigap divisl e#a sdrinietrotive ngsl ﬁt«wﬁs on zpeeif*u personnel

problems znd %mm

13. Tontast the ° -%y#sﬁ:m 1 Office regsrding recrultment, canceling of

sctions, mmym in process, atce

4. Contect 7w zwem Jervices regardlng pereonal pretlems referred by

15

‘ Togistics msep'ﬁzaym.

Supervise mﬂ"‘ice routine.

Approved For REIease 2001/%%1%]]5&57 00042A000200060022-8
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Security Information
16, :mus& meelings between supervisors and other officisls of the
SEOTIST -

17. Be responsible for control of Agency personnel files, classified
documents, and other classified material recelved in the Srenche

RESTRICTED

Sorurity Irformatien
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STATIVENT OF NUTIES
PERSONN:L CLERK (TYPING), GS=5
PERSONNEL AND TRAINING BRANCH

The duties of the Persomnel Clerk {Typing), Personnel and Treinming

Branch are to:

1+ 2ct &5 smeeretary to the Training Officer including dictatiorn sud
tyPiﬂg *

2+ Contact the 0ffice of Training on behelf of the Training Officer to
make sppointmenis, obiain information, or schecdule draining for
logdstics personnel.

3. Advise division training officers ani administrative asaistents on
specific training problems and procedures. }

he V¥aintein training files.

S5¢ Yaintain T & A's for the Adminlstrative “tsff and the Office of the
Chief, Togistles.

6, Teke dietation from the Personnel Offieer and the Career ¥anagement
Officer.

7. Type correspomdences, lareer Tervice Board Agenda, reporte, ebc., as
sssioned,

8+ Check and distriie paychecks for the Logistics Office.

9. #sgist in the meintenance of Pranch files se assigned,

10, Perform related duties ss cssisned.

RESTRICTED
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STATI¥ENT OF DUTIES
PERSONNEL C7.JRK, 08}
PERTONNEL AN TRAINIHG BRANCH

The duties of the Personnel Clerk, GS-h, Personnel and Training Branch
are to:

1.
2.

3.

Te
8.

D

Type correspondence, reportg, etc. as sasigned.

Operale a dictaphone transerintion machine in brangeribing dictetion
by efficers of the Dransh.

Meintains Personnel !nformetion FPile Tor the Adwinistrative Ctaff and
the Office of the Chief, Togisties.

Haintaine Pmployee Record Card File.

Take primery responsitility for the maintenance and comtrol of dher
Branch files except training files,

Furnighes information from files upon request from the Branch
officers, Logletics Office components and otiier authoriged igency
perscnnel

Handle periodic pay incresse notification.

Metribute Téh's to staffe and divisions of the Logisties Office.

Log incoming and cutgoing correspordence =md meil.

10, Handle dictritution and 4% =nosition of Personnel Evaluation Reports.

11, Perform relatzd duties as assigned;

RESTRICTED
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Statement of Duties
Thief, Security Branch
Administrative Staffl
Leogistics Office

8. The Security Officer, Loglstics Office, is respomsible for
internel security in the I.Qgistics Office and is coasidered for such
sseurity matters the "Office Head" referred to in CIA Security Regu-
Istions, This responeidility includes such matiers as personnsl secur-
ity violatior and the recoumendstion of ties to be imposed;
sgprovel of outside activities when ssable or when deemed ade-
vismhle forwarding same to Director of Security for his spprovel ov
&isapproval; and etc.

b. Berves in s limison capacity on all security matters affecting
logistics (PTice sctivities, involving top level contacts with the
Sesurity Off'lce, CIA, Office of mm:xg, Office of Communications,
Semerel Services Gﬁicﬁ; etc,, and slso high level contects with
other govermment agencies supporting or affecting Logistics Office
activitiea, lisison of e high order is pecessary dus to unusual
type conirects, sensitive nature of project or item, bigh priority
of clmsalfled material request, etc, These contacts regqure the
isswdbent Yo be thoroughly copnizant of cwrrent security regula-
tions, stetus of security precautions to be undertaken by manu-
fasturers and for other types of comtractors and also opersting
aftices and other government agencles, The incumbent must be
capahle of dstermining vhether classifications end statements of
seppdiivity snd sterility os determined hy the cperating officisis
oan be Justifled aund protected fran a Loglstics standpoint. These
aatters require the lfucurbent %o possess, in addition to security
roondedee and Judgement, a comprehensive knovledge of prmmt
prosedures, cootract matters, supply and warchousing, tranaporta-
tion, etic.

2., Adviges and comgels sll _employees of the Loglstics Office

iagiuding Divieion, Stef? and Rranch Chiefs, ete., as to the

fieation of security principles to their day ta day operations,

mm and interests. This advice and counsel is extended
requently to individuals from other Agency offices and units

minese with Loglstics present & problem with securlty aspects.

% We of the incumbent's duties, and its liders)l extension to

3 smployees who bave, or feel they have, a pecurliy problem is
tine M'maing Put invalusble from 8 personnel relations standpoint
Approved For Release 2001/08/1Q £ @REPP57-00042A000200060022-8
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in that sll employees ave made to feel that the Security QEficer,
Logistics Office is their friend and welcomes the gpportumity to
belp then with their security problen however large or smell it
nxy be, This principle agplies notoly to operstional security,
Tud perscoal sscurity probleus as well,

4, Investigales, anslyzes and assists in resolving interdivision-
sl security probiems for the logistics Office. Coordinates when
necassary appropriate matters with the Director aof Security, CIA.
Makes recosmendetions to the Director of Security, CIA regarding
e lnedeguacy or need for revision of Agency policies and prace~
tices in the light of their affect upon Logistics Office activities.

. Dovelqps and mainteing security standards for all Logistics
sctivities and accordingly reviews snd anslyzes projects and proe-
grase fran & gecwrity standpolnt, Coordinetes secuwrity policles
of requesting offices with thosc of Loglstics. Reconclies produc~
tlon contract secucity requiresents with those of the Qperating
snd requasting offices Yo lmsure that adequate precsutions ere
taken 80 &5 to protect classificd inforuation, sensitive equip~-
ment and iteuws of supply both whlle in production and in Agency
wstorege locations.

f. Closely monitors sll security sspocts of the industrial
contract progrem of the Office, including determining the contrec-
tor's ability to ueet security requirements in Iight of sengitive
nature of item to be produced, etc. Is respomsible for briefing

- sl coptrectors and/or couiractor's representatives ss to the
gemeral Agency security requirements as well &s epecific security
reguirements established in connection with the contract as swerded.
Secnrity requirements vary with the cantract and are an Important
conalieration to the contractor snd have & vitel effect upon his
reiations with the logistics Office., In comnection with this
progren the incudbent medntaine close working relstions with the
eontracting officers and negotistors snd also with the inspector
whe makes prelimingry swveys of contractor's plants for the pur~

pose of determining production cepabilities and, 8 reguasted by

the facudbent, the security problems to be resolived wi reapect
o physicel conditions and persons ou bosrd, The incurbent main-

g Toordingstes with all mtm and Btalfs on matiers pertaining
to future security requirements.

b, Is respcoaible for inswring the physical security of both
logistics Office field installstions end contractor's plants.
Farioflic Inspection trips ave umde to such jnstallsticons spd

planty to determine that boilh the physicsl structwre and the CpEra~
lons fxwolved comply with the Agency's secwity standards in genersl
ead with gpecific contract security reguirements, The Security

5 setiienobe W&MW pro-

e Sseurity Informetion

e
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donal sites {varchouses, depots, statioms,

_ forelgn for the purpose of determdning

their ADiLity frow a scowrdty standpoint and recomends suck
LAY De nNecessary. :

:
]
Bs

de Haintedns lisison with the Tafety Offlcer, CIX on security
matiers of Interssi 4o hLiw,

k., Performs avy other duties, inspectiocns and investdmtions ag
regalred by the Chief, Logistics Office ané/or the Director of

Ihe Becurity Ufflcer, logishics Office reporta directly to the
Chdef of Ioglstics as his fmmediate suparviscr; bowever, technicel

guidence frox & security stendpolsut 1s reudered 40 bin by the Director

o Becurdly., The position is subjecte? to & mintmum of supervision.
ﬁm:ir:&:%. guidarce is rendered ouly on policy matters when comsidered
shaaiutely sssentiel. TFo orel or wiltten instructions have been fore
melived slthouh advice is Freguently offered. The work and position
sre without grecedent eod did not exist priar to lucurbests inception
thezelu. The Chief & Logistics aud Director of Security are slways
avallsble for considermiion snd problens and guestions referred to
them wre limited to those considered most sensitive or unusual, The
Seeurlty Officer, Logistics Office has direct superviaion over the
work and sctivities of four individuals physically located fn his
office. There are tmree Grade - il Security Officers and one Grade -
3 Cleri-typist., An additional Grade = 10 Security Officer receives
Secimical guidsnce and indirect swpervision ir ss much s he 48 on
Suwpply Myision Table of Grganization and i g field instalistion, He
s, however, to all Sntents snd purposes pert of tbe Loglstice Office,
Becurdty Officer's Office. In addition, technical guidance, security-
wise, is rendered to three "Acting Security Officers” in logisties
fi21d inatellstions.

-~

SECRET
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Btatezent of Duties
Securily Officer {GS-11 485}
Becurity Brench

LIZIES (under supervision of the Security
ce.

The incumbent of this position serves as Deputy to the Security
Officer, Logistics Office and assists him in the performance of all
dutles as outlined io job description for Security Officer, Logistics
Office (atiached hereto). In the absence of the Security Officer,
logletics Office the iacwabent of this position sssunes these duties
and responsibilities as his own.

SECRET

Security Informatior

Approved For Release 2001/08/10 : CIA-RDP57-00042A000200060022-8



25X1A5b
Approved For Release 2001/08/10 : CIA-RDP57-00042A000200060022-8

Next 1 Page(s) In Document Exempt

Approved For Release 2001/08/10 : CIA-RDP57-00042A000200060022-8



I.

Approved ForB,eIease 2001I&GRETA-RDPS7-0004%000200060022-8

Security Information

STATEMERT OF DUTTES |
SECURTTY CRFICFR (GS-11 Li85.01)
SECURITY BRSNCH

DUTI 55 AND DISPONSIBILTTIES. (Under the supervision of the Security
PP cer, Logist lca Tfice.

1. The incumbent of thig position servez in 2 lisison cspecity
coordingting &1l phyeiczl security and internsl security prollems
arising in the logistics Office (headquartere sud field) with the
eegnligant division or staff of the Jecurlty Gffice, (1A and Lskes
whatever uction that may te necessary to insure the cstablishment
and mpintensnce of proper security procedures throughout the Logig-
tice Cffice.

2. Ipn conjunctlion with the Physicesl Security Branch of the Security
Division, investigatee &1l possible bresches of security znd violaw
tione with a view to cpteblish reaponsibility and recormending future
preventetive action. In this regard he initiates 2l)l correspondence
between the Security Pivisien, Fecurlty O0ffice ard the lLogistics
Uffice, recomvends penalties to be imposed and tekes appropriste
follow-up action,

3« HReviews and when required recomrmendz modifications 1o proposels
for storage of seterials both ¢t headguarters and in leogistics Cffice
field instellations when such storage or the material itself pressnts
& security proilems %hen sefely is involved coordiustes such prob-
lems with the CI4 Safely Officer.

k. Hecommends the establistment of restriected or secure ereas snd
esordinater such melters between the division concerned and the
Seearity Divielon, fecarity Office. ¥aintains records of safe filea
and other safe storage. Handles requests for bedges end other
eredentials required by Logistice Cffice persconnel. Is responsible
for advising the security control necessary in the dispossl of
edeesified smateriel perteining to the Logistics Office, Yakes
necessary recomuendations and arvangements for escort ¢f shipments
involving sensitive material.

S5+ Hakes periedie inspectlon of warehouses sud depots for physical
security standards end when necessary makes recommendatione for
implementing exdsting security weasures. Surve s proposed sites
for projected loglsties Office installetions and recomrends the
necesgary sdoption of adeguate security measures,

6. Investipates cases invelving loet or misapproprieted preperty
when such cases have securlty sspects.

Approved For Release 2001/0§EC' MRDP57-00042A000200060022-8
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7e Reviews clageified éontracta snd 41 v curi
asified ¢ scugses the securiiy s -~
%:;iﬁy of items or services with representatives of the reguezgzig
:t H e:”;mz@z?::iﬁ?ri:te d;nﬁpec‘hian of contractors plants facil=-
seg ¥ standpoint end rezeris th \ ;
sdditions or security modificstions, "’ rereon with recomnended

8. Performs such other dutie
&€ 88 38 uay be required by the © A
Officer, Logistics Office, ad 7 e fecurtty

-2 -
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STLEM-NT OF WUTES WRE'
Glerk=Stanographer, GS-3
Segurity Dranch

Swauriry Informatinn

Under the -oneral supervision of the Security Ufficer, Logistics Ofiice, serves

ag Secreiary for the Jecurity Offiecer and his Staff, serforming stenographic,
sdnind giralive and clorical Jduties involved ‘n the security procram for the
logistics Uiiice, underiaking rersenally the following duties and responsibdiiitiest

1. Tekes ond transoribes dictation from superiors relative fo the securily program

25X1A5b

2.

3.

of the logistics “Ifice, concisting of correspondence to commercial contraciors,
sovert field activities, nonedgency organizelicvus, intereoffice correspoudence,
instructional and procedursl =matier for ihe logletics Uffice in comneeti-on with
the claassilied procurcmont program, ete., all of which regquires a thorough
kuowledge of proper formal, number of coples required, snd the securlty handling
applicable to the various trpes of correspondence,

After a determination has been made by superiors as to #ype of clearance ap ro-
priste and blogrephieal data requiremenis pecessary, as drected, incumbert
¥ill imitiate coriain cloarance cotiuns for comwrclal contractorts perscnuel

W are periorming work or services under A;enoy classified contractsy will

'}4:

5o

6.

To

8.

alse initliate certain contect clearance requests, as directed, for the vari-
ous logiotics Of{ice dlvisions., Must e sble to readily answer inquiries from
agy Ofiice in Agengy relative to current clearante status of all individusls
i:w uhom clearance acilons have been initiated in the Secarity Uffice for
logisties,

Maintalne ell Cificfal Loglstics Uifice Security Files including Secarity Uf~
fice SudJect Files, Comworelal Contractor Seeurity Files, Clearance Files,
ate,

dereens all f:coming mall {o ascertaln necessity or deslrability of superiors
eweing 14, 1f meecessary routing 1t to appropriate individusl., Reviews matl
for signature to see if 1t is correci and complete, checks for presence of
all signatures and dates,

Recolves visitors to office, glving informetion vhen spproprizte and referring
to proper asslstant to the Securlly Officer, if othems can solwe problems.
dnswerg telephones and disposes of those calls she can handle, making proper
referral of others to the Security 0ffice, 10, or hiz assistants. :

Ap agalzoed, collecis information and date from loglstics Office sources and
compiles 1% for use of superiors regarding special projects or problems.

Perforas relaeted duties as regquired.
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